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Annual Data Collection User Manual

Introduction to Annual Data Collection (ADC) Software

NEW,006

for 2005’

e The Organization Setup screen has been modified to reflect the changed requirements
from attendance days to aggregate hours.

e Technology Use information will be collected at the school level this year. Last year the
data was collected by district.

e Immigrant Student Count — has been moved from the Limited English Proficient form to
its own form.

e Indian Education For All has been changed to Indian Education For All Montana, and
many of the questions are different than last year’s.

e Bilingual/ESL Instructional Paraprofessional — new job code this year.

e Dropouts at the 7" and 8" grade levels must now be disaggregated by free/reduced price
participation, limited English proficiency status, migrant status, and special education
eligibility just like the grade 9-12 dropouts.

e New passwords were mailed to the districts in June 2005. If you are doing data entry in
September or October, remember to add SO to the end of the core password.
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Annual Data Collection User Manual

Getting Started

By this time you should have downloaded the Citrix software (see last section of this manual),
and logged in. Even if you have used Citrix before, if you haven’t logged into Citrix since June
2, 2005 you will need to upgrade your Citrix software. After you log in and choose Annual Data
Collection from the menu, you will go straight to this screen.

o P I Office of Public Instruction

Annual Data Collection Program

The Annual Data Collection program provides a broad picture of Montana Schools
theough this collochon of nonhiscal dats.

Sereen Tewl Youneed & ol &l least 0000 the full screens. ¥
wOu can not see athin. red ling all around this screen. resat your resalution. You can
sl dry acdpusting thee size o thes swing windows, s i ADC manual for morn detailid
nztructions. If neither of these solutionz work. call the OFf halp dezk

Wealcome: Linds Gardnar (cpbdi)

Lisar Laval: Tigt user - can akias athars af stan up (TESTER)
Tip of Tho Day:
1A - The Annual Data Callection program will be opan for the 05-08 school yesr =~
un Supl B, 2005
| contres | Exit Program I

This program will be used by a variety of entities, including school staff, district staff, special
education coops, county superintendents and OPI staff. Your access to various data and reports
depends on which type of entity you are. Based on your User Name, the program will limit your
access to just those areas of concern to you and the data you need to enter. Your User Level is
described on this screen; if you believe your User Level is incorrect, contact the Office of Public
Instruction at (406) 444-9444, choose option 7 and then option 2.

*khkkkkk
Be sure to read the Tip of the Day each time you log in. The OPI will be using this space to keep
you informed of any updates or changes to the system, as well as giving data entry tips and hints.

*khkkkik

Change your screen resolution

Some users have had problems viewing full screens in the past. If you cannot see the thin red line
all around this screen, you may need to adjust your resolution or viewing window. To change
your video resolution, right click on your desktop, choose Properties and select Settings. Move
the slider bar under “Screen Area” until a resolution of 800 x 600 (or larger) is displayed. Click
OK. You will be prompted to accept the new settings in the “Display Settings” dialog box. The
monitor will blank and display the new settings under the “Monitor Settings” dialog box. If you
do not click on the OK button at this point, your settings will be returned to normal after 15
seconds. If the video settings appear acceptable, click OK and your monitor resolution will be
reset.

To change the size of your viewing window: if you see these three buttons in the upper
right-hand corner of the form, click on the middle button to maximize your window. If you see

these buttons , your window is already maximized.

You can also try increasing or decreasing the window size by hovering your mouse over one of
the corners until you see a double-headed arrow. Click and hold while you drag the corner. This
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will only change the size of the current window. When you choose another menu item, you will

User Manual

need to repeat the process if you cannot see the entire window.

Select your County, System, District, Coop or School

The Select Your County, System, District, Coop or School form will be your next screen. Based
on your User Name, you will be able to select different entities to work with. If you are logged in

as a county, system or district, you will be able to see and edit all the data from all the entities

below you in your hierarchy.

Select Your County, District, System, Coop or School

Step #1: Select a School or District Below.
Step #2: Click on the Get Started button to work with your selection -
You can return to this screen at any time by pressing the Select button. Get Started

Working with All Schools In the County.

School Year: ’W‘ Codes:

County: ‘Beaverhead I j |D1 j
System or Coop: | RIEENEEIEERERSTE - % =
Leqal Entity: | Al Legal Entitias = [ B
School: [ &l Schoals BN

This screen shows you what selection options are currently set and are based an your
user id. You can modify any of the white fields. Selections here will determing what
forms and reports as well as data you can work with

FrmSetGlobalDeraults

Select Your County, District, System, Coop or School

Step #1: Select a School or District Below.
Step #2: Click on the Get Started button to work with your selection --»
You can return to this screen at any time by pressing the Select button. Get Started

Working at the District Level with District Wide Data.

Codes:
| JEa l FERE
| : i
Legal Entity: |Ehg Timber Elem L@ j |EIBBS j
School: M j |% j

This screen shows you what selection options are curtently set and are based on your
user id. You can modify any of the white fields. Selections here will determine what
forms and reports as well as data you can work with.

frmSetGlobalDefaults

You will only be able to make changes to the lines that are active (white). The grayed-out lines
are inactive and not available to your level of user.

e Select the county, district or school you would like to work with by scrolling through the

dropdown lists, or start typing and the program will auto fill for you. If your User Level
is for a school or a special education coop, you will not be able to modify anything on

this screen.

e Click Get Started.

Note: Whenever you see the Select icon El on a screen, you can click on it to return to the

Select your County, System, District, Coop or School screen and check or modify your choices.

When your selections are complete, click Get Started.
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Annual Data Collection Main Menu

See
instructions on
previous page
to select the
correct entity.

Choose a task
here to see the
related menu.

Annual Data Collection Main Menu

2005-2006
Beaverhead {(CO 01)
Beaverhead Co High School (S5 0200)

“ick 19 Boaverhead County H S (LE 0006)

Select

o

Exit
Program

User Manual

Click to exit program.

Beaverhead Co High School (SC 0023)
READY FOR DATA ENTRY

School Level «¢

Select 3 button on the left, then double click an option below

EMTERED B EVERYOME

1 - Organization Setup

El

This is your selected
User Level.

Reports 2 - Setup Periods/FTE Mames <
|2 - Staff Assignments
4 - 5YCEP Effectiveness Report

ENMTERED &T SCHOOL LEVEL
5 - Accreditation Data
& - PIR Days and School Start and End Dates

I
O
=
=
u
=3
fuy]
=
o
=0

Double click on a
menu item to begin
entering data.

7 - Disaggregated Enrollment
& - High School Completer Count from Last Year

Single click on a menu

9 - Student Dronout Count frarm Last Year ﬂ
5YCEP Effectiveness Report <

item to see its
description here.

frmSwitchBoard

The identity of the school, district, or coop you are working with is shown in the upper left hand
corner of the Main Menu and all other forms. Your selection is based on your User Name. For
example, a district level user can select to see information for the district as well as each school.
Whatever choice the district level user had made appears here. In the above example, a district
level user is looking at the data for one school in the district, hence the highlight on School
Level. Pay attention to the highlighted User Level shown on the Main Menu. Some menu items
can only be completed at certain User Levels.

Choose an option from the buttons on the left side of the screen. When you choose an option, the
associated menu items will appear in the white screen. Single click on any of the menu items to
view the item description below the white screen. Depending on the type of entity you are, you
may see more or fewer buttons and/or menu items.

Since you will be doing data entry, make sure the Data Entry button is selected. You can see the
various data entry items available to you in the white screen.

Each time you complete a task and click the Exit button at the top right-hand corner of that
screen, you will be returned to this Main Menu where you can choose your next task or exit the
program.

Data Entry

The items in the Data Entry menu are numbered in the order you should select them. There are
18 data entry menu items; organized by user level. Complete all the data entry items that apply to
your level of user. For all data entry, type in your answers or select from the dropdown lists. You
can move from field to field on any screen by using the Tab key or the Enter key, or use your
mouse to click on a field.

Previewing or Printing a Report

When you have completed filling out any form, click on the Preview Report button B linthe

upper right corner to view a report. When the report is complete to your satisfaction, print a copy
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for your records. You can save any report as a PDF file to your C: drive and print from there,
rather than trying to print from the OPI Citrix server. This gives you a permanent electronic copy
of each report. See instructions in the next section. Close the report by clicking Close. You also

have the option to print any report by choosing the Reports button on the main menu and then
selecting the desired report from the list.

Save as PDF
When you click on the Preview Report button at the top of any report, you will see this message:

Print Message

The report will be saved as a POF on your C: drive in a folder called QP
Reports. Saving reports as POF is faster and provides you with a
permanent electronic copy that you can print locally or email. These
reports are accessible by toggling your screen from IRIS to your explorer
window and opening the CAOPI Reports folder,

The speed for saving to disk is a function of the speed of your modem.
56K modems are slower that DSL, Cable, T1, or Fiber internet
cohnections.

If you must print directly, select the Print button, otherwise press Ok
naove.

Print | Cancel

frmPrinttessage

e The best way to print reports is to choose Ok - Save As PDF. This option creates a PDF of the
report and saves it to your C: drive in a folder called OPI Reports.
0 You can then open and print these PDF reports from your own computer, without being
logged in to IRIS.
o This option gives you a permanent electronic copy of your data, and it is much quicker
than printing from the OPI Citrix server.
e To print the report while logged in to IRIS, click on the Print icon.
o This option may be slower and you will not get a permanent electronic copy of your
reports.

e To close the report without printing it, click Cancel and choose the Close icon at the top.

x
o et o o seees o If you see this message the first
‘What access should be alowed? time you try to print, choose
o Full Access for question one
" Beadhccess and answer question two
@ Bl however you prefer.

Do you want to be asked again?

S t This gives the Citrix server the
ways ask me once per conhection .
& Never ask me again for this applicatiors rlght to Create a fOIder on your
" MNever ask me again for any application C drlve Ca”ed OPI Reports.

0k I Cancel
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1 - Organization Setup — To be completed by everyone.

Setup Organizations

[ |mo52006 | |
'] Beaverhead (CO 01) | e

Cik 1o Beaverhead Co High School (S5 0200)

seiect Beaverhead County H S (LE 0006)

Beaverhead Co High School (SC 0023)

| %Schnol Beaverhead Co High School

| -
\ [

Enter this school's Aggregate Hours per year for meeting Accreditation Standards

Minutes per day of pupil instruction or administrative activity. Do not include passing
time, unstructured recess, or lunch.

Full Days: 348 Partial Days: 1]

Minutes per day of passing time.

Full Days: 30 Partial Days: 1]

Days per year of pupil instruction

Full Days: 180 Partial Days: 1]

Calculated aggregate hours per year for meeting Accreditation Standards 1134.00

Motes:

fimOrganizations

e Enter your school’s total Aggregate Hours per year.

e Enter the number of minutes of pupil instruction time in a full day and the number of
minutes in an average partial day.

e Enter the minutes per day of passing time for a full day and for an average partial day.

e Enter the number of full days and partial days of pupil instruction for the 2005-2006
school year.

e The blue box will be automatically computed.

e Use the white box at the bottom of the page for any notes or explanation you feel would
be helpful.

If you are entering data as a district, your number of minutes per day and days per year should
reflect the assignments of the people with district level job codes.

2 - Set Up Period/FTE Names — to be completed for every level where staff assignments
will be entered.

The program will use a naming wizard to name your FTE units for you, using information that
you provide. Once you have correctly entered your time units, the OPI will be able to calculate
each person’s FTE accurately.

FTE or full-time equivalent refers to the number of hours of work normally required in a full-
time position. An FTE Unit is a portion of a full-time position dedicated to a specific job
assignment. For example, a full-time principal would be assigned 1.000 FTE. If you have a
person who acts as school counselor for % of the day and librarian % of the day, that person
would be assigned 0.750 FTE for the school counselor job code and 0.250 FTE for the librarian
job code. For a departmentalized teaching staff (i.e., Junior High, 7-8 schools, Middle Schools,
and High Schools), you will need to define a time unit for each period of the day. You must
create an FTE unit for P-1, P-2, P-3, etc. We need to collect grade low, grade high and student
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load for each period of the day, so a full-time high school English teacher cannot be assigned
1.000 FTE.

Your organization’s data from the previous school year will be rolled forward, so you will not
have to re-enter time units each year. Carefully check each existing unit to make sure it is an
accurate reflection of your current school day. If not, you can modify the unit or create a new
unit that more clearly describes the time segment. You won’t be able to delete a Period/FTE
Name as long as it has been assigned to a current teacher record.

Period/Fte Names for Drganization

Blue Sky High School e ﬂ

FTE is the "fulltime equivalent” which is the number of hours of
work normally required in a fulltime position.

Period/FTE Name FTE

» 0.250
0.500 FTE 0.500

1.000 FTE 1.000

P-1 0125

P-1 MWF Sem-1 0.063

P-2 0125

P-3 0125

‘Wiark with Selection | Add & Mevy PeriodFTE | Delete Selection |
frnFtelinit

ud

To modify an existing time unit, select it and click Work with Selection, or double click on the
time unit. To add or delete FTE units, choose the appropriate button.

Using the Naming Wizard to create Period/FTE Names

Dillon Middle School

Naming Wizard
Follow the steps to create uniform names for your FTE units. From the choices, select
the 'Best' description for this particular unit,
1. 2, A

Select Percentage or Eniter the cays this period Select 2 Session Type:
Period. You will be meets, (in day order), i will e prarmpted for
prompted for period exarmples: MIVWRE = mests & session Aurmber, (Except
nurmber. every day, TR = mests Tiue far yearly

and Thur, & = & days etz
Fercentage FTejNCH (N RRRTEG [rearty =1

FTE or Period Description FTE

Save And Exit

Exit without Sawving

Click Here to Calculate FTE |

frmFreUnitUpdate

Choose whether this time unit will be described as a Percentage or as a Period:
If you choose Percentage FTE:
Step 1 - Enter the decimal equivalent for this assignment in the FTE field. The
wizard will name the FTE unit to match the decimal you entered and display it in
the blue box.

Step 2 - Click on Save and Exit to return to the previous screen.
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If you choose Period:

User Manual

Step 1 - You will be prompted to enter a number for the period. Click OK or press

Enter.

Step 2 - Indicate which days of the week this period meets by typing in the initial
letters for the days. Use R for Thursday. If you have A and B days, type A or B.

Press Tab or Enter.

Step 3 - Choose which term this period meets. If you choose Semester, Trimester,
Quarter or Other you will be prompted to input a number for the term. Click OK
or press Enter. The wizard will name your unit based on your answers to the
above steps and display the name in the blue box at the bottom of the screen.

Step 4 - In the white FTE box, enter the decimal equivalent for this period. For
example, if your school day has 8 periods that meet daily all year, the decimal
equivalent for each period would be 0.125. For a class that meets daily for one
semester, the decimal equivalent would be 0.063. For help in calculating FTE,
click on Click Here to Calculate FTE in the bottom right corner of the form. See

instructions below.

Uing the FTE Calculator:

Period,/FTE Calculator

‘ To use calculator: Enter the number of minutes and days for a specific period or Ty
| assignment in the numerator. Enter the schoal's total minutes and days in the L
' denominatar. Press Enter; the FTE box will show the correct decimal

Use this section if you are calculating percentage FTE, FTE for a block schedule or FTE for
periods of different lengths.

l_[ Minutes Per Day x Days Per Year
FTE =
Organization Instructional Minutes Per Day x Dagg-Eer Year

45 Minutes Per Day » 180 Days Per Year

Example: (0125 FTE =
3B0 Instructional Minutes Per Day x 180 Days Per Vear

For a daily schedule where the periods are equal in length and meet all year long, enter one (1) in
the numerator and total periods in the denominator. Press Enter to calculate FTE for each period

Period(g) Per Day
[ FE=

&
<«

Tutal Periods in Teaching Day (including Prep)

1 Period(s) Per Day
& Total Periods in Teaching Day (including Prep)

le: 0.167 FTE=

frmFtelInitDetail

You can calculate FTE for any unit by entering the
number of minutes per day and days per year for
that period in the numerator.

Type your school’s total minutes per day and days
per year in the denominator and press Enter; the
calculator will compute the FTE for you. Type that
decimal in the white FTE box on the previous
screen.

To figure FTE if all your periods are the same
length and meet daily all year, use the bottom half
of the screen. Enter one in the numerator and your
total periods in the denominator; press Enter to
calculate the FTE for all periods. Type that decimal
in the white FTE box on the previous screen.

Step 5 - Choose Save and Exit to save this FTE unit and return to the previous
screen. If you change your mind and don’t want to save your changes, select Exit
without Saving. The original data will be restored and you will return to the

previous screen.

3 - Staff Assignments — Coop Level, District Level, and School Level

Entering District Level Staff Assignments

You must be logged in as a county or district and your User Level shown on the Main Menu
must say District Level. You should only enter staff with District Level Assignment Job Codes
as shown on the job code list. The first column of the Assignment Summary Screen (see below)
lists the level of the job assignment for each person.
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Entering School Level Staff Assignments

The Main Menu must indicate that you are doing data entry at the School Level. If you are
logged on as an entity other than a school, click on the Click to Select button in the upper left
hand corner of the Main Menu and choose the school for which you will be doing data entry.
You should only enter staff with School Level Job Assignment Codes as shown on the job code
list. The first column of the Assignment Summary Screen (see below) lists the level of the job
assignment for each person.

Entering Instructional Paraprofessionals

Instructional paraprofessionals will be reported on the School Level Personnel Form.

For paraprofessionals who were in your school last year, you will need to update each person’s
record to indicate whether he/she meets the highly qualified definition to comply with NCLB.
Any instructional paraprofessionals who are paid with Title I funds should have a job code of
PP02, and those paid with Special Education funds should have a job code of SE25. There is a
new job code this year for Bilingual/ESL Instructional Paraprofessionals — PP03. See the job
code list for a definition.

Data entry for instructional paraprofessionals is the same as for any other staff. The following
steps show you how to modify existing paraprofessional assignments and qualifications to meet
the NCLB requirements.

] m:muim e 1. Choose Enter Staff Assignments
T o w ft from the main menu and select the

el - S paraprofessional you wish to edit.

0023 Beaverhead Co HghSchodt  Teacher 1000
gl D073 Bewverhwad Co Hgh Schol Syl Fikcadion: 0450

R e e & 1000
0023 Besverhead Co High School  Specisl Education 0500 &
rcad OOTY Bmarveriact Co Hgh Scund Tamchr 1m0 1

0023 Besverhead CaHghSchod  Teacher 1000 137

3 OOTY Bmeewehead Co Hgh Scfont Teachie
0023 Dewverhesd Co High Schood  Speciel Eduction 1.000
,,,,,

@
]
0021 Besverhead CoHigh Schook  Teacher 0xo &
»
=
2
1

]
5 5
2 ]
1 1
1 ]
1 1

2. Click Work with Person.

St

=] 3. Select the assignment you wish to

Female
------ Sudent

0 onobmetne e tewrpion e rre Lo o edit and choose the correct job code
|] ves DEEE 099 e ShyHoh Schosl PPOZ Thie | rstructional Peesprode 0 2S0FTE. 0250 9 12 [ .
from the dropdown list.

4. Click Save Work.

Crrganization Name: ﬁue Sky High School (STHOOL 0581)

FTE Unit: ﬁ 20 FTE-DXOFTE I

Job Code: |F':“1? « Title §instructional Paraprodessions

prion: [

: 5. To enter/edit qualifications, choose
| [ —rt the Update Person button.
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Edit Person,

Gender: |Fermale 2
Race: [White, Non-Hispanic -

/

6. From the License Type dropdown,
choose whether the person has Two
Years of Higher Education,
completed an Associates Degree or
has passed an Academic Assessment.

gd"il‘_ir“"f:! License Type LicensM
ualifications: I | & m
Doctor of Medicine
Fhysical Therapist
Speech Therapist
Psychologist
i g 170 0 101 Ye3rs o Highor 3| gttt S

Academic Assessment
Bachelor Degree

Paraprofessionals are in the personnel database if they have worked as a paraprofessional in the
past four years. If they are not already on the list, you will need to add these people to this list
before you can assign them job codes and FTE. Be careful not to add a person who is already in
the list. See the section titled Add a New Person Not Found in List.

Entering School or District Special Education Staff

Schools and districts must report all special education personnel contracted with or employed by
the district to provide special education and related services to students with disabilities. This
includes directors, teachers or teacher interns, paraprofessionals and all related services
personnel. See list of Special Education Job Assignment Codes in the Reports section on the
Main Menu or at http://www.opi.mt.gov/ADC/index.html.

If an employee is not assigned to a specific school the school district must either prorate the
employee's time by individual schools in which the students the employee works with reside, or
choose one school under which to report the employee. An example of this type of employee
might be a speech-language pathologist who has no ties to one specific school and provides
speech services to homebound students living throughout the city.

School districts that are members of a special education cooperative do not report personnel
employed by the cooperative who provide services to the school district.

NOTE: For personnel who are paid from more than one federal program, the FTE must be
broken out as accurately as possible to reflect time spent in each program. Example: The FTE
units for a teacher whose salary is paid from special education and Title | should be broken out to

reflect the salary breakout.

NOTE: Personnel reported under the job code of Special Education Paraprofessional (SE25 or

SE26 for itinerant) are individuals who provide assistance with classroom instruction and must
comply with the No Child Left Behind requirements for Instructional Paraprofessionals.

NOTE: If one of the general job codes listed below
for special education is used, an additional
description of the job duties must be included in the
text field titled "Additional Job Description.”

e Other Professional Staff, Special Education ¢

(SE31 or SE32 for Itinerant)
e Other Non-Professional Staff, Special Education
(SE19 or SE20 for Itinerant)

Organization Name:; |Bench Schoal (SCHOOL 1272)
FTE Unit: [1.438 FTE - 0438 FTE B
Job Code: |SE19 - Other Non-Professional Staff, Special Educatiorj

dditional Job Description:

Lowiest Grade;

Highest Grade: |E v|
Student Load: |D

\\Opihlnnttst3\Access\TST\AnnualDataCollection\Documentation\2006 Manuals\ADCManual2006.doc

Page 11 of 37
Last printed 9/2/2005 1:01 PM


http://www.opi.mt.gov/ADC/index.html

Annual Data Collection User Manual

Entering Special Education Cooperative Personnel

Each cooperative must report all special education personnel employed and/or contracted to
provide special education services. Itinerant personnel must be marked with appropriate job
codes. An itinerant employee is one whose job requires working with or serving children in
more than one school district and requires travel. Each special education job code will specify
itinerant or not. Example: There is a job code for school psychologist — special education
[SP24] and a job code for itinerant school psychologist [SP25]. Refer to the list of special
education job codes for cooperative personnel. The NOTEs above also apply to special
education cooperative personnel.

Assignment Summary Screen

The Assignment Summary screen has been pre-filled with staff names from last year. From this
screen, you will delete names of staff no longer at this organization, add new staff members and
modify the assignments of continuing staff members.

Preview Assignment Summary Report.

Il:‘ia[ fi‘i!].?mz'?gf"ad (oo ny & J e ﬂ

cweh 1o Deaverhead Co High School {S5 0200) =
sect Heaverhead County H S (LE 0005} i
Beaverhead Co High Schlil (SC D023 IR Stucdent o o Mg

Schuol va Distiict Hare Juls Calwgusy Fulia Pt sun Sumn_ Luad  Assigin lssuus

| P[EEE  0Um UeserhesdCotbh'schos  Teacher 1o 10 7
IEchoal 0023 L . 1000 414

| [schoot D03 Deaverhesd CobghSchool  Teecher 1m 1
]

| [scnoo
IEchodt
fchoot
ISchout

: When one employee is taking over
0023 Besverhead Co High School  Teacher fo0 53 T
m Beavverhond EnH’\.fJ'JM Tracher 25??; :.1 :

0023 1000 26
lichoot 0023 pnd = d s &
UUL)  Dsaverhasd Uo bagh Schoi  Teacher 10 1M
[Schond 0023 Beaverhend Cn High Schonl  Tracher 10 17

You will still need to update grade levels
and student counts for each class
assignment. See next section for more

S oE + o waE~aa

School  DUZS Ueswérnesd Co High School  Tescher o414 72
[Echoot 0023 end = : o0 1
School  DUZY  Dedwérhend Co Hagh School  Dukding Adminitrative 0

wn\‘lr.l‘rrmn| BadPerson | Deiete Prrzon | Iranaser Assignments &

another’s assignments, you might save time
by using the Transfer Assignments button.

! - - details.

Make any changes To delete the name and assignments of anyone
to a continuing who is no longer with your organization:
staff person’s e Select that person’s record
assignments by e Click the Delete Person button at the
selecting that For directions on bottom of the form.
person and clicking | | adding a new person, e You will be prompted to confirm your
this button. See refer to the Add New decision to delete. Click Yes if you are
directions on the Staff section of this sure that is what you want or No to
next page. manual. cancel the delete command.

e There is no Undo for this procedure.

You can sort the list on the Assignment Summary screen by using the toolbar in the upper left-
hand corner of your screen, or by right clicking on a column or selected item. Move your mouse
pointer on top of each icon to get a description.

Sort in alphabetical A zl M 4 » M Scroll through records
order based on selected Z¥ v 5 5 0 individually, or fast forward and
column. 1 L1 1 backward.
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Work with Person

User Manual

This screen lists all the assignments for the
selected person, including those assignments
that are not at your organization. You may not
be able to edit assignments at other
organizations; this column shows which ones

‘White, Mon-Hispanic E 3
Female
oty Grae Grae Shudent
Edit? ‘School or District Name Code Description FIEUnit  FTE  Low High Lesd
#| ves BEEE 0591 Bus Shy Hoh School FLO4 Spansh P 0143 9 W0 a2
Wes School 01 Bl Shy High School FLI4 Spansh P2 LT T I T T}
M Sehol DSA1 Bl Sky Hgh Sohoel FT Fren = 0143 8 12 @
s Sehool  DIM1 Bl Shy High Seheed Fabl ad =] o3 8 27
i Sehool 0553 Bl Siy T8 D1 it 3 Tadorded "3 o3 7 8 s
i ehool DSER B Sy TH Fam A 3
Total FTE:1.000
Organization Name: |EL? Sky High Schoo! (SCHOCL 0591) |

Cliek heve t0 Setup Penods and Time Units

FTE Unit: [F-1- 0143 FTE -I
Job Coda: [FLDA - Spanish r| Repor Teaching Asslgnmants by Parlod
Addili [Spamizn

o
]

£33 Mew Assmpment | Dekse Swictod Assprment wasersrson | conce I o |
A

you can change.

To update information for this person, click
here and make the necessary corrections.
Choose Save and Exit to return to the

See next section for
details on adding
and/or editing staff
assignments.

To delete an assignment for the
selected staff person, select the
record to be deleted and click
here. You will be prompted to
confirm your decision. Click OK
to continue or Cancel. There is
no Undo to this procedure.

Assignment by Person screen. If you change

your mind, choose Exit without Saving.
Folieln: [ 0
First Hame: - [Busie iddle;: [8 Last: [Tet
Gender: m
Race: W

Additional Type License Number:(if applicable)
Qualifications: =] ]

A A

5 AdEtl Exit witholit Sawi |
fimbssignmentPersonlJpdate 2 At o Al gt Seing

Additional Qualifications fields are for use with
licensed staff and paraprofessionals. See the
Add a New Person Not Found in List section
of this manual for information on using these
fields.
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Edit/Add Staff Assignments

To edit an assignment for the selected staff person, double click the record to be edited. The
details of the selected assignment will fill in the bottom half of the screen. Make the necessary
changes and then click Save Work. To undo all changes you have made and return the record to
its original form, click Cancel. To make more changes/additions to this person’s assignments,
double click on the next record you would like to edit, or click Add a New Assignment.

ssigrament by Person

‘White, Nun Hispanic S| N I

Step 1- Select the appropriate organization
for the assignment. You will only see the
— organization(s) that you have the right to

Jaby Grade Grada Student
EnT Sehool or District Hame Conde Descrgiion FIEURR  FIE  Low High Losd

F| Vos Schod D008 Dilon Mkl Schoct rT—— [ 01 T 7T M|
es Sthool  OOON OGN M Schodt ST Mstery P2 oAz 7 n

Yoo e Omn Chndemimm S0 vy o om s edit.

Drganazation Narme. |L‘| on Middle School (SCHOOL 000E) 2k hare to Seiun Bafiod 4T e I

Fleun ENNENEE = ¢ ! Setup Pariads and Time Units . -

o) M K| Step 2- Select the appropriate FTE Unit from
) | the dropdown list. If you need to add or edit
Susert o your FTE Units at this stage, select Click

| ererpm| | o] v ' here to Setup Periods and Time Units.
:hihrr;lwﬂlapanlt E iJ M
e e e e Step 3- Select the appropriate Job Code from
jff‘fm o e e Boown i oa the dropdown list, or type in the Job Code if
. ol FTE:0300 you know it.
e P 2 ikt e Pt T **There have been changes and additions to
I;Z,f!fi.'mﬁ 5 the job code list for this year, so double check
Lowast Gr T UL - Haite American Lang -
G0 Gied & Tausd | | that you are entering the correct code.**

Step 4- Fill in Additional Job Description,

_ Lowest Grade, Highest Grade, and Student
Load. For Coops, the grade level fields are
not enabled.

White, Non Hispanic
Famala
Sy Grade Grade Student

EditT School or District Hame Code Description FTEUnit FTE  Low High Lt

Wrs School 0005 Dilon Mesme School S803 Mstory P2
Vs Schood  ODGH  DGN Mi®e School Pt Frap (=]

ﬁ Vos School 000G Dilon Medde School 203 Hstory P

Wes School  0D0E  Dilon Mesme School 5503 Mstory Pt

Organization Name. |L\l||ur- Middle School (SCHOOL 0005
Click here 1o Setup Periods and Time Units |

v RT3 - . Step 5- Click Save Work when you are
e finished modifying or adding an assignment.
Click Cancel to undo the changes and return
| [ et | v < the record to its original status.

Lowest Grade: [}
Highest Grade. f
Studerd Load: |25

=

Continue editing/adding assignments for this person using the buttons provided. When this
person’s record is complete, click the Exit button at the top of the form to return to the
Assignment Summary screen where you can choose the next person to work with or return to the
main menu.
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Add New Staff
To add a new name to your staff Assignment Summary list, choose Add Person. You will see
this screen.

Find a Person

Use this screen to find cerified or noncertified staff. If the staff member can not be found, please acd - :' ........ T mmm— rmnmmmmmm————— H
1_ Search by Lr;ersnsas gle-dv;ggilctv;ﬁlmDﬁpm add a statf member if they are already present inthe Iisl.l’ijuu search EL" ﬂ . Thls Ilst Contalns the
last name, folio ‘ : i names of all licensed
number or SSN. [ Seeetel [EEEE e | w=um| i educators in the state of
Pick one. FolilD hme Gender Race : Montana.

] ae Fendle  WiHITE i Paraprofessionals and
. 7925 L Female WHITE 4+ . .
2. Type in the last 1650 £ Femsle  WHITE non-licensed SpeC|a| Ed
name, folio number or Fomol  WHITE i staff who worked in the
Female WHITE .

SSN you wish to sort vae e : state last year are also in
by. Then click Find. 1 Fende  vMTE i the list. :
You Wi” get a mf ‘Wiork with Selected Person Add a Mew Person Mot Found in List | et rmerrerrereree e e e e e rnnrrnrnnrnnnt
matches to your search ~ —— 4 A =

4. If the name you want is not on this
list, click here. Do NOT click here
unless you are certain the name is not
in the list. Check different spellings,
search by SSN, folio number, etc.

3. When you find the name on the list,
select it and choose this button to add
assignments for that person.

To search for a staff person in the list, a filter can be set to find the person by last name, social
security number or folio number. Because names can change and spellings can differ, you will
do better to sort by folio number or social security number whenever possible.
1. Choose a filter from the Select All dropdown list.
2. Inthe Like field, type the detail you wish to match, and click Find to see a list of names
that meet your criteria.

For example, you want to find John Doe but you do not know his folio or social security number.
Choose the Last Name filter option from the Select All dropdown. Type ‘Doe’ in the Like field
and click the Find button. You will get a list of all certified or licensed individuals with the last
name of Doe. Choose the appropriate one and click Work with Selected Person to begin entering
assignments.

Note: If you have a new staff member who taught at another Montana school last year, the
FTE from his/her previous assignment will still be attached to that person’s record until the
previous school district goes into this program and deletes it. You may get a message box
telling you the person is over 1.00 FTE and asking if you want to fix the problem. As long

as the person has 1.00 FTE or less at your school, you can ignore this warning. The issue
will be resolved when all the data entry for the state is complete.
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Add a New Person Not Found in List

FoliolD: i
Gender: |Female M
Race: |Wh\te, Mon-Hispanic j
gddilt'itPna! License Type License Number
vacatons | | | |

Doctor of Medicine
Physical Therapist
Speech Therapist
Psychaologist

. Two or more Years of Higher Ed i i
frmézsignmentPersonl p Associate Degree 4 Bl i S

Academic Assessment
Bachelor Degree

Only choose this option if the person you want to enter does not appear in the previous list. Type
the indicated information for the new person. You will not be able to add a folio number. If the
person has a folio number, they should have been in the list on the previous screen. Do not add a
person here if he/she has a folio number.

Additional Qualifications

If you are entering non-certified staff, either for a school or for a coop, you need to include the
type of additional qualifications for the staff person and the license number, if any. The OPI
does not require license information for accreditation purposes. However, NCLB requires that
instructional paraprofessionals meet certain educational criteria.

When finished, click Save and Exit. The person’s name should now appear in the previous list.
Select the name from the list and choose Work with Person to add assignments for this person.

Transfer Assignments
You can use this button on the Assignment Summary page to avoid deleting a previous staff
person’s assignments and then re-entering the assignments for his/her replacement.

Transfer Assignments

8, mﬂ
---fi

Usge this screen to transfer assignments from one person to another. This feature alloves one to move
one person's assignments to another person. All assignments for the selected person and school or El-"
district are moved from the old person to the new.

s “‘“*.éii

§EERaEEEf

love aEsignments: from; |Lunday, Mancy: 8 |

to | | [SelectaPerson!

a

|EEgEEd

Transfer Assignments to Newy Person |

| )
1. Select the former employee’s 2. Click Select a Person
name on the Assignment Summary
Screen and click Transfer

Assignments.

frmAssignmentTransfer

e
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Find a Person
Use this screen to find cerified or noncertified staff. i the statf member can not be found, please add EL‘ d

them as newe. Check first. Do not add & staff member if they are already present inthe list. If you search
by S3M, enter SSN with no "-"

3. Use the search features
Seareh By [ e ] ke [rer ——— described in Add Person to find
FoliolD Hame Gender Race the neW employee name

ale

72471 Gardner; Joseph ©
T2060 Gardner; Kristila H;
68209 Gardner; Linda J
1989 Gardner; Linda
72929 Cardner, Linda Kay
65561 Gardner; Lucy:
28350 Cardner, Maryin

e i 4. Click Work with Person.
Female WHITE /

Female

Female

| -

Work with Selected Person

frdzsignmentPersonFind j

Transfer Assignments

Use this screen to transfer assignments from one person to snother. This festure allowws one to move ﬂ!‘ 5 . Th at CO m man d retu rns yo u to

one _person's assignments to another person. All assignments for the selected person and school or / . ,

district are moved from the old person to the new ‘th I S SC reen . Th e neW pe r‘so n S name
appears in the to: field.

W0V SESIarments from: |Lunday, Blaniy: A |

ta: |Gardner, Liricls K {Slect = Person’

Transfer Assignments to Mew Person !: 6 " C I i C k TranSfer ASS i q n me nts to
frmissignment Transter NEW Person

Confirmation Message

7. Click Yes to continue or

Complete the kransfer of assignments?
No to cancel the transfer.

Yes | Mo |

The new person’s name will now be selected on the Assignment Summary page. Click Work
with Person; follow instructions for that section to update student loads and grades low and high
for each class assignment.

4 — 5YCEP Effectiveness Report - School Level and District Level

&35 Year Comprehensive Education Plan Effectiveness FEX
20052006
I’57| Beaverhead (CO01) B R

Cick 1o Beaverhead Co High School (SS 0200)
seizct Beaverhead County H S (LE 0006)

All Schools (SC %)

Instructions [Tab 1| Tab Il | Tab 1l | Tab v |

4 District submitted an updated report in the Spring 2004-2008, and is not submitting any changes For the Fall of
2008-2006.
Prior Year's Goals and Action Plan (See instructions for more detail)

State each goal from the 5YCEP (reading, math and other listed goals)
Refer to the most current data available to analyze progress toward meeting the goals
Provide a narrative describing the data and analysis used to determine the course of action.
State the course of action needed to achieve these goals for the next school year.

The district/school data and analysis will indicate that changes or no changes are neaded

Required for both school and district.

Next ‘

FriSycepEffectiveness

If you are one of the schools who updated your 5YCEP Effectiveness Report in June, check the
box at the top of Tab I. You will not need to re-enter your data; we will use the data you entered
in the spring.

This form contains text boxes into which you can type or paste sections from your 5 Year
Comprehensive Education Plan. Each question indicates whether a response is required or
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optional for schools and districts. Answer all questions that are required for your type of entity.
These text boxes will not accept any type of graphics; send copies of that type of information by
mail. In order to paste data into these boxes, you need to save the data using Notepad first, then
copy and paste from the saved Notepad file.

To open Notepad, click on the Microsoft Start button, choose Programs, Accessories, Notepad.

M Accessories k A A ibilit »
] CCessini
'E Pragramms I Address Fixer » Y
@ A I Communications 3
N T Altiris 4
£y Documents 3 ) ) I Entertainrnent 3
. % I Camtasia Studio 2 3 @ svstem Too R
T Swskem Tools
G) Settings | I DYMO Label 4
A @ e , ) Address Book,
i M) Games
o Caloulator
/"I Search ' @ Hypersnap-Dx s » é 4
Command Prompt
I Micrasoft Cffice Tools 3 &
ﬂ Help and Support
- I Microsoft Visual SourceSafe ¥ p
Paint
=7 Run.. I Metwork Associates » an
) Movell (Comman) s t:J,l Program Compatibility Wizard
@) QuickTime y| |60 synchronize
) Soundmax s &) Tour Windows XP
7 SpywarsBlaster b .__? ‘Windows Explorer

Copy your data from its original source into Notepad and save the document. Then copy and
paste the data from the saved Notepad document to the 5YCEP Effectiveness Report form.
Saving your data in Notepad strips out all the formatting and special characters that can cause
problems when pasting into Access.

If you need further assistance with Notepad, call the OPI Help Line at (406) 444-9444; choose
option 7 and then option 3. If you need further assistance with the 5YCEP form, call the OPI
Help Line at (406) 444-9444; choose option 3.

5 - Accreditation Data - School Level

R || | Click on each tab to view the questions

% e mwehondCo i Schos (5C b0 on it, or click on Next at the bottom of

14 |e12 034 |B5s |7e Jssmn] ¢ | o |k | the screen to move through the pages.

A e i D o E s el (N You must answer all the questions on
all pages of this form.
The questions on this form change from
year to year, so be sure to read carefully
before answering.

There are nine page tabs for Accreditation Data. You must respond to every question. For each
general question, you may respond with either a Yes or No. Type your answer in the appropriate
space or choose from the dropdown list. Each general question has additional questions for
further clarification. Type your answer in the space provided or select the checkbox when
appropriate.
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Do not include information about alternative education program sites when answering questions
on Tab C about off-site locations. Alternative education program information is collected on a
separate form.

You can move through the form by pressing the Tab key or clicking the Next button. If you
want to go to a specific page, click on the page tabs located under your entity name.

Alternative Standards approved by BPE will be listed on Tab I1. You will not be able to amend
the Approved Variances or Alternative Standards. Applications for Alternative Standards must
be sent to the OPI for BPE approval. If you have any questions about the information that
appears on Tab 11, please contact the Office of Public Instruction at (406) 444-9444 and select
option 3.

6 — PIR Data and School Start and End Dates - School Level

20052006 B b
ﬁ 322332223 E:cuouni;]h School (55 0200) J ﬂ
Select  Deaverhead Cuunlty H S (LE 0006) j
Beaverhead Co High School (SC0023) . When you CI ICk On one Of these
o 8| e buttons, a popup box will open with
Nce and in no 233 than 2-hour blocks) _: Click 10 See Example f more information . TO Close the
P\ea15.eF::;v:j:yt:z;ﬁ!uxgzdm:ncgz:jnn for the school year beginning July 1 for the year 2005-2006 popup' CIle the EXlt Icon |n ItS
; Il;zitsd::ufud?!i\:I“I::e?:?:f‘esmnna\ development committee? (ARM 10.56714@) [ <] Upper I’Ight Corner
Date Activity Code PIR Activity Description PIR Hours Clisk to copythese PIR
] = [0 m| e
frmPIR.
e Enter the first and last days of school for pupils.
e You must answer the professional development committee question.
e Enter each PIR day of your calendar on a separate row.
e Each PIR entry needs a date, an Activity Code (choose from the list), a brief description of

the activity and the number of PIR hours for that activity.
Example: 10/18/05 PD  Speaker: Mainstreaming in Math classes 6
e If you have two or more different Activity codes for the same date, enter each activity on a
separate row.
Example: 08/25/05 SO  New staff orientation 3
08/25/05 PD  Planning for the new CRT 3
e To remove a PIR day, select that date and click the red X at the end of the row.

If you are doing the data entry for all schools in your district, and the PIR dates are the same for
all of them, you can avoid duplicate data entry by selecting the Click to copy these PIR days to
all schools in the district button. Click Yes at the prompt; you will get a message box when the
process is complete.

Viewing More Instructions or an Example

Click on one of the buttons to the right of the Activity Codes box to view instructions or an
example on the screen. Use the Exit icon in the upper right corner to close the Instruction or
Example box. For questions about PIR reporting, call (406) 444-9444 and select option 3.
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7 — Disaggregated Enrollment - School Level

User Manual

You will be reporting disaggregated enroliment data twice each year using this form. The first
time is during the fall Annual Data Collection (first Monday in October); the second reporting
cycle is on the last day of your school’s CRT testing (between March 6 -29). You must have

completed your MAEFAIRS October enrollment data entry before entering data on this form.

Enroliment Data Entry

2004-2005
=y Stillwater (CO 48)
Cick 1o Absarokee Public Schools (S5 0919)
zelect  Absarokee H S (LE 0862

Absarokee High School (SC 1126)

Enrollment Count FI=ase enter the snroliment for sach orade by
gender and race, and then disaggregats

Grade Gender Race/Ethnicity

I |
Ahsence Count  Of the enrollment court, enter the number of
. studerts that were absent, and then
Student with clisaggregate that number.
<180 hours

(Testing cycle
only)

Fall

ADC | MAEFATRS
COMPARISON @\ | [ |
Cycle

Free/Red Special Limited
Price d  English Migrant
Participant Eligible Proficient
e

Cycle [Grade [Gender [Racelame

This report compares your MAEFAIRS
totals to what you have entered in ADC.

You may find it helpful to print out a
blank copy of the Disaggregated
Enrollment and Attendance form from

the Annual Data Collection web page to

use as a worksheet for this page.
i1 . - http://www.opi.mt.gov/adc/Index.html

For Grade MAEFAIRS Fall Enrallent

e Choose grade, gender, and race or ethnicity from the dropdown lists. You can start typing
and the field will be auto-filled from the list.

e For that group of students, enter the total number enrolled (include those who were absent,
but enrolled) on the official count day.

e Use the boxes outlined in blue to disaggregate that group students in that of students. Do
not leave any of the blue boxes blank; enter zero if you with that description.

¢ In the Absence Count field, enter the number of students from the group who were absent
on the official count day. If a student was absent for part of a day, enter the decimal
equivalent for the part of the day missed. Example: If two students were absent all day and
a third student was absent for 2 out of 8 periods, your absence count would be 2.25.

e If the classes the student is enrolled to attend do not regularly meet on the count day, take
that student’s attendance count on his next pupil-instruction day after the official count
day. The student must have been enrolled as of the official enrollment count day.

e In the blue boxes, disaggregate your absence count, using zeroes if there are no students in
a particular category.

e The number of students present will be automatically calculated by subtracting the number
of students absent from the number of students enrolled.

e Students Enrolled for Less Than 180 hours — This data is collected in the spring Testing
Cycle only — For tested grades only, enter the number of students who are enrolled for less
than 180 hours for the year, and disaggregate that count. A student receiving an average of
less than one hour of instruction per day is enrolled for less than 180 hours per year. These
students should be included in your enrollment count.

e 19 Year old Students - This data is collected in the spring Testing Cycle only — For tested
grades only, enter the number of students who were 19 years old on or before September
10 of the current school year. These students should be included in the enrollment count.

e As you tab out of the last field, the record will be saved and appear in the white list box.

o Edit arecord from the list box by double-clicking on it.
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0 Delete a record by selecting it in the list box and clicking on the Delete Record
button.

e Continue entering all the grade, gender, race or ethnicity groups in your school. You do
not need to enter any grade/gender/race or ethnicity combinations where your school total
is zero. Example: If you have no 4™ grade female Asian students, you would not create a
record using that combination.

e When you select a grade, the boxes at the bottom will show you the number of students
you entered in MAEFAIRS for that grade (Fall Cycle only), and a running total of what
you have entered in ADC for that grade. Your Fall ADC total needs to match your Fall
MAEFAIRS total for each grade. Enter your MAEFAIRS enrollment counts before
completing this form.

e When you have finished entering enrollment, use the button at the top to create a report
which compares your MAEFAIRS totals to your ADC entries. Make adjustments to your
ADC entries as necessary.

For detailed information on reporting enrollment, refer to the OPI Enrollment Manual, which is
available on the OPI web site http://www.opi.mt.gov/ADC/index.html.

If you need further assistance with this form, call the OPI Help Line at (406) 444-9444; choose
option 4.

8 — High School Completer Count from Last Year - School Level

High school completer data is collected for all high schools serving the 12" grade for those
students who completed program requirements of the district during the previous school year,
including the previous year’s early graduates. The data for those who completed high school
during the current school year will be collected next year. If you had no high school completers
last year, check the appropriate box.

Newly consolidated school districts may have been assigned a new legal entity number for the
current school year. Since the newly formed district was not in existence for the previous school
year, the district should not have completers for the previous year. Check the box on the entry
screen that states there were no completers at the school. However, the former districts that
consolidated into the new district may have completers. You will not be able to enter data for
former districts in the ADC system. If you are in a newly consolidated district please complete
the paper version of the completer form that was included with your ADC packet. List the former
district legal entity numbers and the number of completers for each. Mail this form to the Office
of Public Instruction.

The No Child Left Behind Act of 2001 (NCLB) requires that public high schools disaggregate
this data not only by gender and race/ethnicity, but also by standard or non-standard status,
free/reduced price participation, limited English proficiency status, migrant status, and special
education eligibility.

In addition to categorizing high school completers as “standard” and “non-standard” graduates,
the high school completer screen in the ADC program will collect a count of students who
completed a district-administered GED program. Students who completed a GED through a
program administered outside the district should be recorded on the dropout screen not the high
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school completer screen. In either case, the GED student will not count as a graduate in
calculating the school’s NCLB graduation rate.

The Montana High School Completer and Dropout Data Collection Handbook, which was
mailed to you with your ADC packet, contains information on identifying graduates and other
high school completers.

High Schunl Complete D Fntry Enter data by choosing from the
2005-2006 ote: Only those schools with grade 3 1 1
@ Deaverboad COUY e to o Sehas Compttos & w dropdown lists or start typing and

Sl e averhead Co High Schon! (SC1 the program will auto fill for you.

Beaverhead Co High School (SC 0023)
Report High School Gompleter data for those students who completed inthe PREVIOUS school year. The data for those who

complete during the current school year will be collected nextyear. Fill in all fields, entering zero where applicable

Completer Types;

Standard = Graduated from high school in 4 years or less from the time enrolled in the Sth grade or with an
Education Program (IEP) allowing for more than 4 years to graduate

Non-Standard = Graduated from high school in more than 4 vears fram the time enrolled in the i
IEF allowing for mare than 4 years o graduate

GED = Received a high school equivalency cerificate granted through a di Sponsored General Education /

Disaggregate all high school
completer counts by free/reduced
price participation, special

SED progremg education eligibility, limited
Free/Red Special  Limited - - -
e | eenen Elobie peont Wion English proficiency status, and

Development Program. The students reported on this scree)
receiving GED through another entity should be repg nthe dropout screen and not here
[ ‘Check ifthere are no completers for this school

T Check if students atyour school adis

Completer Type  Gendg
L[ A&

u == 4 A L IL L L e migrant status. All fields must be
filled in; enter zero where
12th Grade Enrollment: [ 97 Graduate Total: [ 0 GED Total: [ 0 applicable-

fimGiraduates

As you enter graduate data, the Graduate Total field will keep a running total of your graduate
count. Although the totals do not need to match, last year’s 12" grade enrollment is included on
the screen to assist you in identifying data entry errors in your graduate totals.

If you need further assistance with this page, call the OPI Help Line at (406) 444-9444; choose
option 4.

9 — Student Dropout Count from Last Year - School Level

Dropout data is collected by school for grades 7 through 12 for those students who dropped out
in the previous school year. The data for those who leave during the current school year will be
collected next year. If you had no dropouts last year, check the appropriate box.

For grades 7-12, NCLB requires dropouts to be disaggregated by gender, race or ethnicity,
free/reduced price participation, limited English proficiency status, migrant status, and special
education eligibility. This is new for dropouts at the 7" and 8" grade levels.

Newly consolidated school districts may have been assigned a new legal entity number for the
current school year. Since the newly formed district was not in existence for the previous school
year, the district should not have dropouts for the previous year. Check the box on the screen that
states there were no dropouts at the school. The former districts that consolidated into the new
district may have dropouts. You will not be able to enter data for former districts in the ADC
system. If you are in a newly consolidated district please complete the paper version of the
dropout form that was included with your ADC packet. List the former district legal entity
numbers and the number of dropouts for each. Mail this form to the Office of Public Instruction.

The Montana High School Completer and Dropout Data Collection Handbook, which was
mailed to you with your ADC packet, contains information on determining dropouts.
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Dropout Data Entry

20052006
57| Sweet Grass (CO 49)
Ciick 1z Big Timber Elementary (SS 0922)

select Big Timber Elem (LE 0869)
Big Timber 78 (SC 1776)

Note: Only those schools with grades 7
and ahove need to enter dropouts!

BB

Repoit drapout data for those studants who dropped out in the PREVIOUS school year. The data far those who |e:
current sehool year will be collected next year. All fields must be filled in, entering zero where applicahl

™ Checkifthere are no dropout students at this schoal

User Manual

Enter data by choosing from the
dropdown lists or start typing and
the program will auto fill for you.

Grade
Level Gender

T

Dropout Price Ed English
Count | Participant Eligible Froficient Migrant

=1 B I - |

Disaggregate Dropout Count By —
FreeiRed Special Limited

E

Total Enrollment: 95

fimDiopouts

Dropout Total: [ 0
A

For All Grades: Disaggregate
dropout counts by free/reduced
price participation, special
education eligibility, limited
English proficiency, and migrant
status. All blue fields must be filled
in; enter zero where applicable.

you may have a data entry error.

As you enter dropout data, the Dropout Total field will keep a running total of your dropout count.
This total can be used to verify your data entry. If the dropout total exceeds the total enroliment,

If you need further assistance call the OPI Help Line at (406) 444-9444; choose option 4.

10 - Limited English Proficient Student Count- School Level

Please consult with staff members knowledgeable about identifying and serving LEP students.
See Glossary or Overview for more information on collecting data and classifying students.

LEP Data Entry
2005-2006
8] ¥

= Beaverhead (CO 01)

Cion 1o Beaverhead Co High School (SS 0200)

Select Beaverhead County H S (LE D006)
Beaverhead Co High School (SC 0023)

Report by grade level and by language of impact the number of Limited English Proficient (LEP)
students in the school as ofthe 1st Monday in October. Include all special education, migrant
and exchange students who are LEP

[ Checkifthere are no LEP students at this school.

Language Grade Level LEP Count
O ] < mal et
A
frmL\mltedEnghshqu:glenl LEP Total:

To delete an entry made in error, click the
Delete button next to that entry.

Make one entry for each language at each
grade level for which you have LEP
students. Choose language and grade level
from the dropdown lists. The LEP Total
(blue box) is automatically figured for you.
If you have no LEP students, check the
appropriate box.

If you need further assistance with this form, call the OPI Help Line at (406) 444-9444; choose

option 5, and then option 2.
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11 - Immii rant Student Count — School Level
Immigrant Data Entry

20035-2006
I'5"| Beaverhead (co 01)
ik 1o Beaverhead Co High School (S5 0200)
ceiect  Deaverhead County H S (LE 0006)
B Beaverhead Co High School (SC0023)

User Manual

Specify the total number of Immigrant Students enrolled in this school.

Definition:

(A) are aged 3 through 21
(B) were hot born in any State or D.C.; and

than 3 full academic years.

Immigrant Students:

frmimmigrants:

The term “Immigrant Children and Youth” means individuals who:

(C) have not been attending one or more schools in any ohe or

If there are no Immigrant Students, enter zero(0).

Enter the total number of Immigrant Students
in your school. If you have no Immigrant
Students, enter zero (0).

The definition of Immigrant Children and
Youth is on this form. For more information,
see the Overview for Electronic and Paper
Filers that was included in your ADC packet,
or on the web at
www.opi.mt.gov/adc/Index.html.

12 - Gifted Student Count - School Level

Students should be counted by grade level, gender and race. Gifted students are students of
outstanding abilities capable of high performance and requiring differentiated education services
beyond those normally offered. Students to include are those identified using comprehensive
and appropriate assessment methods, including objective measure and consultation with

professionally qualified persons.

If you have no identified gifted students at your school, check the appropriate box.

Gifted Students

2005.2006
ICE7| Beaverhead (CO 01)

select Beaverhead County H S (LE D006)

consistency of the gifted student count.

Cick to Beaverhead Co High School (SS 0200)

Beaverhead Co High School (SC 0023)

Enter the number of students identified as gifted at each grade level as of the first Monday of

October. Gifted students are identified using comprehensive assessment methods including
objective measures and professional consultations. Schools in districts that have Gi
Talented state grants should coordinate with the distric's gited grant pro

FE iCheckif there are no Gifted students a -l

Grade Level G

Gifted Students Count

]

frm(ifteds tudents

Enter data by choosing from the
dropdown lists, or start typing and the
program will auto fill for you.

To delete a record entered in error, click
this button next to the record you wish

Gifted Students Total:

to delete.

As you enter data, this field will keep a
running total of your gifted student
count. This total can be used to verify

your data entry.

If you need further assistance with this form, call the OPI Help Line at (406) 444-9444; choose

option 5, and then option 1.
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13 — Alternative Education Programs - School Level

E Alternative Education Programs Q@E\
2005-2006
I'E”| Beaverhead (€O 01) B w

Cick 1o Beaverhead Co High School (SS 0200)
select  Beaverhead County H S (LE 0006)

Beaverhead Co High School (SC 0023)

"8 uestions: 6 - 7| Duestions 812 |

Purpose: The purpose of this data collection is to identify which districts operate alternative education
programs to serve at-risk ) and gather identifying infy ion about these programs. For OPI

L]
reporting purposes, an alternative education program is a “restructured” academic program to serve at-
risk and of within an ited public school.

1. Does your district operate an alternative education program to serve at-risk students? Yas -
2. Which choice below best describes where the students are served? ‘Nut applicable j
3. Do you modify graduation reguirernents (as provided in ARM 10.55.906 (3) & (4)) Mo -
for the students served in this program?

4. Do you modify attendance requirernents for the students served in this prograrm? Mo -

5. When reporting personnel assignments for the Annual Data Collection, do you use Y =
personnel job codes ARDT (At-Risk) or OT (Other) to describe any of the personnel LRI (PHREL) Nnj

working in the alternative education program? QT (Other) Mo _~

Hext

frmAlEdPrograms

If your school operates an alternative education program for at-risk students, you must answer
all twelve guestions on this form.

If the answer to question 1 is No, you will not see the rest of the questions.

Choose your answer from the dropdown lists, when available.

Use the Tab or Enter keys to move through the fields, or use your mouse to select the next
question or tab.

If you need further assistance with this form, call the OPI Help Line at (406) 444-9444; choose
option 3.

14 — Indian Education for All Montana- School Level

. Indian Education For Al Montana r:lrfﬂm

—.| 2052006 % =
57| Baaverhaad (CO 01) Bl
ik o Heaverhead Co High .‘;dlmlll;]!'i!'i Ly

ey Beaverhead County H S {LE DODE)
Deaverhead Co High School (SC D023)

Law | Schoot Boare Folcy | Cusricusum & | O | reeos | other |

Purpose: This annual repon will provide the Office of Public Instruction with information on school and
district =Horts (o implement the megqu nents of MCA #1501, Indian Fducation for All Montana, and
assist the 0P| In planning for future development and technical assistance delivery options across

ata, por will ba made available on the 0P| website upon complation
inn and analysis cyce.

m
ard-agpraved policy on the implamertation of MCA 20-1-501, =
?

, rate your administraton(s) knowladge of -

an for Al Montana

The text of the law has been included on the first page of this form for your convenience. The
next four pages contain questions that you must answer about your school’s progress on the law.
The last page has a space for you to type any comments. Move through the form using the Tab or
Enter keys or use your mouse to select the next question or tab.

If you need further assistance with this form, call the OPI Help Line at (406) 444-9444; choose
option 5, and then option 2.
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15 — Technology Use Report - School Level

Todhmitay Sy
20052006
I’2"| Beavarhead (CO01) E ﬂ

T [geauerhead Co High School (SS 0200)
select Beaverhead County H S (LE 0006)

Beaverhead Co High School {SC 0023)

Purpose: This annual report will provide the Office of Public ion with the necessary ion for Federal reporting
requirements and assist the OP in planning for future staff development and technical assistance delivery options across the
state. Please provide accurate and unduplicated counts for the specific school you are reporting on. Duplicated counts may
negatively impact technology funding.

Henw miany computers are there in your school Students: Wiith Internet Access:
used primarily b
i OLTE Teachers: Wiith Internet Access:

‘What typeds) of Intermet connection does your school have and what is the connection speed? Caontactyour school technology
leader oryour local Internet Service Pravider, of review your schaal phone bill for details

Connection Type Speed  Units  Mumber of Computers Description
M [=]| [l [

Delete

fimT echnology

Enter the total number of computers primarily used by students at the school; then enter the
number of those student computers that have Internet access. Do the same for the number of
computers primarily used by teachers at the school. In each case, the number with Internet access
should be a subset of the total number of computers.

Choose your connection type from the dropdown list. Some schools may have more than one
connection type. For each connection type, list the speed of that connection and the total number
of student and teacher computers with that type. You may need to check with your Internet
Service Provider for information on connection speed. Do not include in your counts any
computers that are exclusively for administrative use.

If you need further assistance with this form, call the OPI Help Line at (406) 444-9444; choose
option 6.

16 — Personnel Recruitment and Retention Report- District Level

For the 2005-2006 hiring cycle, we want to know how many openings in each subject, support or
administrative area existed. Of those openings, indicate how many were created by retirement,
how difficult it was to fill each opening, and include any comments.

i Recruitment and Retention

E =101 %}
| 20 2005 Recrutment
5| sweat Grass (CO 45) Dmm%damﬁod B g
S Dig Timber Elamentary {55 0922)
Geiect Dby Thnber Elam (LE 0865

Al Schools (SC %)
B
e You must click on Save for
T _ - each record before going on
T R " TR to the next area in which you
had an opening.

We are also collecting information about the factors that influence people to leave positions.
Indicate to what extent each factor may have influenced the decisions.
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i Recrutment and Retention

=10l
Chok to goe your Recrutment snd & n.
Sunl Grass (CO 45) Fusbention Feport weth ol aneas ted l
e Illu Timber Elamentary (S5 0922)

Dig Timber Elam {LE 0865)
e All Schools (SC %)
o star a b

Wfluoncied By [ &l
A ¥ Degres of nfluence: | El .
| You must click on Save for
e each record be_fore going on
o ] | to the next topic.
;nﬁxnfuhmq;n‘ w.—.m.—..—h—nnr ....;..:;,’.‘:':.'Tf,'.“:m" i

If you need further assistance with this form, call the OPI Help Line at (406) 444-9444; choose
option 3.

17 — Distance Learning Report - District Level

ctance Learning 3
_.| 2005 2006
I&'i Heaverhoad {CO 1) B 1
S Beaverhwad Co High School (S5 0200y
“eiees Mmawerhoad County H S {LF 0005)

Al Schouks (SC %)

Ar Tand |Taog| Tabg | Tang| Tabg

Purpass: This annual mport will provide the Oflce of Public

with the necessary
1o meet the requirements of 10.55.907 ARM - Distance, Onfine, and Technology Delivered Learning —
Revisnd March 2004,

1. Does the C SIIIC| utilize dietan [E leaming to %I“Il alementary or middie scheod basic education -3
prgeam requitamants ardior high schasl graduatisn requireenants a5 prtvidad S in 10,55 507 ARM?
Hew

e The text of the law has been included on the first tab for your convenience.
e If the answer to question 1 on Tab A is Yes, you will need to answer the questions on Tabs B
and C. If the answer is No, Tabs B and C will be hidden. You do not need to complete them.

e If the answer to question 6 on Tab D is Yes, you will need to complete Tab E. If the answer is
No, Tab E will be hidden. You do not need to complete it.

If you need further assistance with this form, call the OPI Help Line at (406) 444-9444; choose
option 3.
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18 — Testing Coordinators - District Level

20052006
IC="| Beaverhead (CO 01) M|

Cick 1o Beaverhead Co High School (S5 0200)
Select Beaverhead County H S (LE 0006)

All Schools (SC %)

Please enter the test coordinator for the district. This is the person responsible for the
ful i coordinati and administration of ide testing.

I | have reviewed and confirmed or carrected this infarmation

First Narne  [Ermima E-mail [en@funplace nut
Last Mame Exam;ale Fhone T11-1111

Title ‘Counselur

Postal Mame ‘Eeaverhead Co High Schoal

Delivery Address |1E|11 North Pacific Street Mailing Address |1D4 MNorth Pacific Street
City |D|IIDn City |D|IInn
State ’MT— State ’MT—
Zip  [pEFES- Zip  [ar2s-

fimT estCoordinators

The form will be pre-filled with the information we currently have on file about your district
testing coordinator. If the information is incorrect, make any necessary changes. When the
information is correct and complete, check the box at the top indicating you have reviewed and
confirmed the information. If you make changes and then change your mind, use the Esc key to
return the form to its original state.

If you need further assistance with this form, call the OPI Help Line at (406) 444-9444; choose
option 2.

18 — Submit

The submittal process requires two steps. First, Preview Work Prior to Submittal and closely
inspect your preview report. The report will indicate if there are errors that need correction. If so,
leave this screen, correct the errors, and return to preview your work again. Once you are certain
of your work, submit it by clicking Submit Work. The program will not allow you to submit if
you have certain types of data missing. The preview report will list the missing pieces.

Submit Work

. i 2004-2005

Step 1: Preview your = o on
i 1o Blue Sky K-12 Schools ($S 1055)
work. Cé_efe; mE: Sky K12 Sghzglz (LE 1220)

Blue Sky High School (SC 0591)

Sybmitting the following to the M Office of Public Instruction:

Blue Sky High Shyool (SC 0591)

No
Yes ‘ Preview Work Prior to Submittal |
Step 2: Submit / Submit Wark |
your work. — 1

fimSubmit

Close form, correct all errors or omissions then preview work again. -
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Once a user submits records, the ADC application restricts or inactivates the menu controls that
allow the user to further modify data. To change data after it has been submitted, the user must
contact the person to whom they submitted the work.
e School users can change only their own school records and submit to their district user.
e District users can change their own school and district records and submit to the county
superintendent.
e County users can change school and district records for their counties, and submit to the
OPI.
e Special Education Coop users can change only their own special education coop records
and submit to the OPI.

Processing Status Data Can Be Modified By:
Ready for Data Entry All
Submitted to District Office District, County
Submitted to County Superintendent County
Submitted to the OPI OPI Staff
OPI Review OPI Staff
Ready for BPE Review ADC Administrators
Frozen ADC Administrators

Once you have submitted, the software will review your data for completeness and create a
Preliminary Accreditation Report, listing any deviations from the Montana Accreditation
Standards.

Preliminary Accreditation Report

The preliminary accreditation report has replaced the preliminary accreditation letter that OPI
mailed out in the past. This report is the only notification you will receive regarding your
preliminary accreditation status. The OPI will make the listed recommendation to the Board of
Public Education unless we hear from you by the deadline. Please follow the instructions on the
report for contacting the OPI regarding identified deviations.

You can access this report by going to the main menu and choosing the Reports button.
Preliminary Accreditation report is the second item in the Reports menu. Double click to preview
and print the report.
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Reports Menu

i <
2005-2006

I'Z"| Beaverhead (CO 01) e

T Beaverhead Co High School (SS 0200) it

Select gﬁasvel:helad[;:gl;;;w H S (LE D006) District Level Program

chools
READY FOR DATA ENTRY
Select Reports
. Select a button on the left, then double click an option below
from the task list B [Data Entry COMMION REPORTS
> 1 - District Authorized Signature and Check List
on the Ieft B Repors 2 - Preliminary Accreditation Report
? Help REPORTS FOR THE PRESEMT YE&R.
1 - 3 - Organization Setup Feport
DOUbIe CI ICk any 4 - PIR Days and School Start and End Dates Data Repart
1 1 i S - Accreditation Data Report
Item In the Wh Ite » 6 - Personnel Data Entry Form
screen to view that 7 - Digtrict Personnel Data Entry Form
& - School Personnel Data Entry Form
report 9 - Disaoorenate Graduate Sumrmary Renort =
FrmSwitchBoard %

When you have completed your data entry, you will need to print copies of each report for your
own records and to forward to your District office, and/or county superintendent. Do not send
paper copies of the reports to the OPI. You can save a copy of any report as a PDF as soon as
you complete it by clicking on the Preview Report button at the top of each form, or you can
choose any report from the Reports menu and save as a PDF at that time.

e Double click on the report name to preview any listed report.

e When you are ready to print the report, click on the Print icon at the top of the page to see this
message:

Print Message

The report will be saved a5 a POF on your C: drive in a folder called OFI
Reports. Saving reparts as POF is faster and provides you with a
permanent electronic copy that you can print locally or email. These
reports are accessible by toggling your screen from IRIS to your explorer
window and opening the C:AOP| Reports folder.

The speed for saving to disk is a function of the speed of your modern.
A6k modems are slower that DSL, Cable, T1, ar Fiber internet
connections.

If you must print directly, select the Print button, otherwise press Ok
naw.

Ptirt | Cancel |

frmPrinth ezzage

e The best way to print reports is to choose Ok - Save As PDF. This option creates a PDF of the
report and saves it to your C: drive in a folder called OPI Reports.
0 You can then open and print these PDF reports from your own computer, without being
logged in to IRIS.
o This option gives you a permanent electronic copy of your data, and it is much quicker
than printing from the OPI Citrix server.
e You can click on the Print icon to print the report while logged in to IRIS.
o This option may be slower and you will not get a permanent electronic copy of your
reports.
e Click Cancel and choose the Close icon at the top to close the report without printing it.
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Exiting Annual Data Collection

When you have completed your work in the Annual Data Collection program, the proper way to
exit the program and leave the IRIS system is to click on the Exit Program button then click Yes
to confirm exit. This will properly close all windows and log you off IRIS. You can then click
the X box in the upper right hand corner to close your web browser.

User Manual

e

-

-,

1]

Click ta
Select

Bl

B |Data Entry
B BeDO&S

Hlp

2005-2006
Beaverhead (CO 01)

Beaverhead Co High School (S§ 0200)

Beaverhead County H S (LE D006)

All Schools (SC %

Exit Message

%

District Level

Wes

Mo

REPORTS FOR. THE PRESENT YEAR
3 - Organization Setup Report

4 - PIR Days and School Start and End Dates Data Report
5 - Accreditation Data Report

pd
7
=]
9

Personnel Data Entry Farm

- District Personnel Dats Entry Form
- School Personnel Data Entry Farm
- Disangorenate Graduate Summary Reoort

Exit
Program

FrmawitchBaard

Thank You

Thank you for participating in the OPI’s electronic Annual Data Collection program. Your
comments and input are important to us as we continue to refine this process. Please send your
comments and suggestions to Madalyn Quinlan, mquinlan@mt.gov
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Hardware and software requirements

The recommended system configuration to use Internet Explorer 6 Service Pack 1 (SP1) is
Microsoft Windows 2000, Windows Millennium Edition (Windows Me), or Microsoft Windows
NT® on a computer running with a Pentium 111 processor and 128 megabytes (MB) of RAM.

IBM
Microprocessor  Pentium 66 MHz minimum; Pentium 111 as recommended for a web
browser
Memory 32 MB of RAM minimum; 128 MB as recommended for a web
browser
Video VGA or SVGA as required for web browser (1)
Hard disk At least 13 MB free disk space available as required for a web
browser
Mouse As required for web browser
Citrix Client Required Installation — version 9.0 — Replaces all previous versions
Macintosh
Power Macintosh G4 or greater
Memory 8mb of Ram as required for a web browser
Operating System  OS X 10.2 (Panther) operating system
Video Not applicable
Hard disk 40 GB hard drive
Mouse As required for web browser
Citrix Client Required Installation — version 9.0 —Replaces all previous versions

Note: A screen resolution of 800 x 600 will provide you with the most efficient video
resolution. A resolution of 640 x 480 will not provide you with a good working environment. To
change your video resolution, right click on your desktop, go to Properties and select Settings.
Move the slider bar under “Screen Area” until a resolution of 800 x 600 is displayed. Click OK.
You will be prompted to accept the new settings in the “Display Settings” dialog box. The
monitor will blank and display the new settings under the “Monitor Settings” dialog box. If you
do not click on the OK button at this point, your settings will be returned to normal after 15
seconds. If the video settings appear normal click OK and your monitor resolution will be reset.

If you experience difficulty getting to the OPI’s home page, please try to reach another site like
www.yahoo.com or www.google.com. If you cannot reach either of these sites, your problem is
likely with your local Internet provider. Please give them a call. If you find that you can reach
other sites on the Internet, but cannot reach the OPI site, please call the OPI Help Desk at 406-
444-3448.

Access to the Annual Data Collection is through the OPI home page at www.opi.mt.gov. At the
OPI home page, click on the tab located at the top of the screen titled IRIS. This link will take
you to the Internet Reporting and Information System Citrix Enterprise Portal.
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Annual Data Collection Citrix Setup

Please note that the format of the Citrix screens may occasionally change. This means that the screens
pictured in this manual may be slightly different from what you see on the screen.

If you have problems following the instructions because of screen changes, please call the OPI Help
Desk at 406-444-9444, choose option 6 and then option 3.

Logging in to IRIS
The log-in page gives options for using IRIS.

If you have never used a Citrix
application through our IRIS site
before:

Welcome to the Gitrix Enterprise Portal Mac users Choose IRIS Help and SeIeCt
CITRIX Byisise O e ot tmen your g New Iris Clients for Macintosh! Follow
A agoncy nol dask ot System m!@ v the instructions given there to install the
N s = || client.
i Qs s ctoms D
pemeln: ETATE ke June 2, 2005 CITiA =M omiei,l . . . .
(Gam] | vz pesse aate et | Windows users, click on Install Citrix
s nepatures Clients. Follow instructions below.

If you already have the Client installed
and updated, go back to page 4 — you
are ready to enter data.

If you haven’t updated your|Citrix client
software since June 2, 2005:
Click on Update your Citrix client and follow the
instructions below.

Install Citrix Client

Citrix Web Client Install
This wersion of the Citriz client snaps into the user's weh browser utilizing Active-x. This is the primary client
for users to access State of Montana Citrix applications. If you are connecting to this web site via a dial-up,

please download the file and then install. If you have a high speed connection please install directly from this
link.

< Install Gitrix Web Client (ICA32t.exe - 2.75 MB) - updated O@
Click on Install Citrix Web

Other Gitrix Installs (not common): C I ient

« Install Full Citrix Client (ICA32.exe - 4.4 MB) - updated 06.02,05
« Install Citrix PN &gent (ICA32a.exe - 3.0 MB) - updsted 66.00305

Due to differences in operating system versions, the dialog boxes you see may not match these
screen shots exactly. However, the intent of each box is the same. Follow the process without
worrying about the exact wording in the box.
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File Download - Security Warning

Do you want to run or zave this file?

Mame: ica3zt.exe
Type: Application, 2.68 MB

From: discoveringmontana.com

Run ] ’ Save ] [ Cancel

While files from the Intemet can be useful, this file lype can
o patentially harm pour computer. |f yau do nat trust the source. da not
run of save this software, What's the rigk?

Do you want to run this software?

Mame: Citrix Web Client
Publisher: Citrix Systems, Inc

More options Run ] [ Don't Run

o S'hile Files From the Internet can be useful, this file type can potentially harm
your computer. Only run software from publishers wou trust, What's the risk?

Citrix Setup

You want to Run or Open
this file. Do not save it to
disk.

Choose Run

MetaFrame Presentation Server Web Client for Win32

\_‘{/ This will install MetaFrame Presentation Server Web Client for Win32, Do you wish to continue?

Choose Yes

Citrix License Agreement

CITRI=IR] LICENSE AGREEMENT ~

This iz a legal agreement ["AGREEMEMT"] between wou, the Licenzed Uszer,
and Citri Systems, Inc., or Citrix Systems International GmbH. 'our location of
receipt of this PRODUCT determines the licensing entity hereunder [the
applicable entity iz hereinafter referred to az "CITRE<"]. Citix Syetems, Inc., a
Delaware corporation, markets and supports this product o feature release [both
hereinafter "PRODUCT"] in the Americas. Citix Systems Intemational GmbH, a
Swizz company whally awned by Citrix Spstems, Ihe.. markets and supports thiz
PRODUCT in Europe, the Middle East, Afiica, Asia, and the Pacific. BY
SELECTING "| ACCEPT" BELOW, vOU ARE AGREEING TO BE BOUMD BY
THE TERMS OF THIS AGREEMENT. IF¥OU DO MOT AGREE TO THE
TERMS OF THIS AGREEMENT, SELECT " D0 NOT ACCEPT" BELOW &ND
DO MOT IMSTALL OR USE THE PRODUCT.

1. GRAMNT OF LICENSE. This PRODUCT containg software that

provides services on a computer called a server [M'Server Software™] and may
contain software that allows a computer to access or utilize the services

provided by the Server Software [ 'Client Software™). Thiz PRODUCT iz icenzed
under a concurrent uger model. Server Software is activated by uzer licenzes

that allows use: of the Server Software in increments defined by the licenss model

Yes Mo

MetaFrame Presentation Server Web Client for Win32

Setup completed successfully, You may need to restart wour web browser to activate changes

Choose Yes

Click OK
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Annual Data Collection Citrix Setup

If you try to log in without the Citrix Client software installed, you will get this message.

You do not have the Citrix ICA Client {Activei) for 32-bit Windows installed on your system. You must install the ICA Client to launch the applications.

Select the link below to install the ICA Client.

Citrix 1ICA Yyeb Client for 32-bit Yindows

Continue

Windows users, click on Citrix ICA Web Client for 32-bit Windows and continue as above.
Mac users, go back to the previous page, click on Iris Help and choose New Iris Clients for
Macintosh!

After Citrix client is installed

Congratulations! You have successfully connected to the OPI-CITRIX server and are ready to
begin your work.

Log in using the User Name and

———— Welcome ta the Citri Enterprise Partal. password provided to you by the
CITRIX B 9 1 you 80 nt knw your e Office of Public Instruction. Leave the
e | caericy s or e | SR Domain at the default value. If you
| >d| e cannot find your User Name and
S ST June 2, 2005 - Gitrs Clent 9.0 password call the OPI Help Desk at
[EE) | youCiicient  bantt fom (406) 444-9444, choose option 7 and
then option 2.

citRIX BEiese  ZePo
B rep B 0
@ o & |
AV
WS Office OPI Active
In_House  Directary
Testing Users &
Computers
= Choose the Annual Data
I -
assword Maefairs CO”eCtlon ICOn-
E==]
Maefairs Mine Web  OPI Travel
Page
=
Log Off
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Citrix Setup

The first time you use any Citrix application, you may see this message.

selection is to allow access to the Citrix client
computer. This also allows Citrix to create a
folder on your C: drive and copy PDF files of

Depending on whether you ever want to be
bothered with this message box, choose any

The purpose of this

=
R Select Full Access.
local client files.
‘what access should be allowed? -
software that you have installed on your
" Nodccess
(" Read Access
& Full ccess
Do you want to be asked again? your reports to the folder.
 Always ssk me once par connection
" Mever ask me again for any application
e of the options under “Do you want to be
asked again?” Click OK.
User Name [ 7] x] R
F\ease ar\tar your Full name and initials below, This If yOU See thIS bOX,
information wil be used in Office workgroup Features. . . ,
just click OK. Don’t
Marne: - - -
e type anything in either
field.

Annual Data Collection opening screen
If this is the next screen you see, you are ready to begin data entry.

OPI

#uagh the caliaction of nonkscal detn
Seieon Test

Office

Annunal Data Cellection Program
Tha Annusl Data Colloction progree prosidns & brosd pecturs of Mantana Schacks

of Public Instruiction

] he full screons. | g

you i red line gl o
also bry adiushng the sive of the vievwng w
Wolcome: Linda Gardaer (cp8018)

an alias olbesy

this screan. resat
indows: see the ADC manual for
instructions. ¥ nether of these soltions work. call the OF1 help desk.

at st up (TESTER)

*You can
mone detailed

Read the section on Screen
Test; see the beginning of
this manual for further
instructions if needed.

Check the Tip of the Day for
updates.

Click Continue to move on.
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